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Google Document Basics 
 
Create a Google Document 
 

1. Log in to your Gmail account 
2. From the navigation links, choose Documents 

 
 
 
 
 
 
 

3. From the File menu, choose New > Document 
 

 
4. You will see your new document, choose Save 

 
Share and Collaborate on a Google Document 

1. Choose the share tab. 
2. Type the gmail addresses into the Invite people box, 

or use your contacts. 
3. Choose Invite collaborators 

 
Publish a Google Document 

1. Choose the Share tab. 
2. Choose Publish as a web page 
3. Choose the Publish button 
4. Click on the link that appears to jump to your 

published page. 
5. Copy the web address and paste it into your blog, 

webpage, or document. 
 
 


